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.Report for Week Ending 23 February 1956 
from 

FORMS MANAGEMENT BRANCH 


General Information 


25X1 A9 
A 


o* Storage of Stocked Classified Bl ank Forms i u-* +v , 

SecuyTj-'b 1 vision. Office o f Logistics was contacted regarding the ^ oblem-, 

advised that 01 G* 1 * 3 bla ?u 5°™ S in the Wareh °use and Supply "Rooms . He 
advised that OL is aware that present facilities are inadequate OL i q mu 

+ i 1?L S -!? S *2 r, eme 2 y the sltua tion with temporary measures now in effect 
to take care of the forms presently in stock. Mr. | l arre^d OL would 25X1 AQ 

assume full responsibility for the secure storage ofTHTf^s now to the » 
s TPPly system or that may be subsequently printed. A A A 


operation to a single operation with annual savings of |ll^ 623 ? 56 ? 
been E reduced to®!™! 10118 Un<J ' r consl(3 ' ratlon within the Branch have now 


25X1A9 
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Pending Actions 

Wl - M>/P , , 

25X1A9A T. lAC - AHIP - WGIR I I- 'The fto.h -e . .. 

OP CHFie Hail UonferenlieTJooJ 2 / 16 / 56 ! Representatives 0^1+^ Z th ' M 
Air and CIA attended. WGIR Terms of Reference were Jteti sfied r r ™ 7 ’ + ? avy 
Report forms of member agencies were reviewed and di^ussed A ™ 

DD ^port t ?orm h ?or e use y by t Lmy n 'Navy aV A i r S %»° lntea to tenlop a ‘common 

would continue to study their peculiar inters! nrohf' - 1 State 81,3 CIA 

eventually develop a common MC Form! P^lems » an attempt to 

dd/s 

2 • 


25X1 A9A 


'"0 I 1 " 0 " 8 " p ^ts l II Tentative 


25X1 


25X1 


Uoe as ^ ^ proposed change to Section II of Regulation Ho. 

the spec??S aftion to be !aken e in U «gard L P !he°p?oce?ure° e ^ 

fro^the®* V?? P re y nt status of these forms has recently been received 
from the Regulations Control Staff which 1 wAei.ntiv .. * .»l^ c Lr vea 

proposed Section tv nf R^o-nt Q +-t .-w. I s ~“ E i i 5, . _ y concerned with the 


25X1 


proposed Section IV of mil a+-i 
cussed informally with 

is responsible for a svfrvey of W procedures involved!! 


. O UGU Yi a. Oil OJLLC 

» This subject has been dis- 
or the O&M Staff who, it is understood, 

iscussion all papers , not^s j dtoh^ ^ tc^'wer e oveAo^ f ~ 
or a discussion of the matter with Mr. | ] 
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F ° rn] ?°\ 1 g fr vision )> 12a (Revision, )and 12b (New ) 
^ leted a **y<* a^biack hecto 


A 


J 


i 1 H v_ uoj. xa u iiacs nuifluxeiea a Test: of a hlnr*> w* 

results^^SpecTflr neut J al (silicone) overcoating with satisfactory 

new fe-iure’m the lato^t sLcrr:pL 0 ni:h!e r l b a L 1 ?f 0 n b ! ne ^\L:^ 1 he f 0 ° t r o thlS 

personnel^considerably! 1 "^ 15 ^ M Wil1 b °* St 'able Secretariat 
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Reports for Week Ending 23 February 19 56 
from 

RECORDS MANAGEMENT OFFICER FOR REPORTS AND CORRESPONDENCE 


Project 5-67 ~ DP/S Reports Survey 

Followed up on the reports inventories still outstanding from the Offices 
of Security and the Comptroller. I was again given assurance that the 
/material would be available within a week. I plan to work with Mr . I 
all afternoon today in screening and verifying his inventory. 


Comments on the proposed DD/s reports management notice have been received 
from all major DD/S Offices and Staffs. Full concurrence was received 
from all components but the Office of Communications. I believe the 
differe nces can be resolved verbally. I’ve been unable to contact Mr. 

L I of the Office of Communications to reconcile these differences. 

Project is 3 % complete. 


Project 6-13 - Dispatch Format and Procedure 

No change in project status pending preparation of specifications for the 
new dispatch forms by the Forms Management Branch. Project is 33$ complete. 

Project 6-22 - DP/l Reports Survey 

No change pending compilation of the reporting workload imposed on DD/l 
components by requirements for Support reports. 

General Information 


a . Launched a study of the headquarters -wide system of receipting and 
accounting for CIA Telephone Directories. Discussed with the Chief 
Telephone Section, the problem of getting reports of accountability* from 

e 31 offices which distribute and account for directories. He concurred 
in the use of a form to speed up submission of reports to him. I propose 
recommending that a similar form be used to simplify intra - office report- 
ing of the accountability for directors. 

b. Designed a "Document Brief" form by which pertinent paragraphs of 
documents for the DCI or DDCI's attention can be cited to speed up their 
review. The form also provides for citing the required action that Should 
be taken on the document, and furnishes space for a brief on the document. 

Accompanied Area. Records Officers of RI, NEA, and the Offices of Research 
and Reports, Logistics, and the Comptroller to the IRAC meeting of 17 
February . 
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